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PEESONRY, DIRFCTOR TEMORANDIM Ne, -53
SURJIELT s Qualifications Analysias Program

PECCTSSION:  ppy No. 5152, fmployee Qualifications Coding Froject,
dated 31 Oetober 1952

REFERFENCE:s  pov Ho. 37-52, Maintenance am Tilization of Appliecant
Replater, dateq 5 August 1952

1. The Resesrch ard Planning ctars is now completing the analysis
and codifieation of the education, sxperience, and other qualifiestions
of Agency personnel, This rrofect, which haa imvelved an axpeniiture of
considerable time ang affort on the rart of nerscnnel throuzhout the
Arency, haa resulted in the oreparation of machine records sontaining

nection with the rlaming of operationsl rrograms, satiafying require-
ments of the earear service boards, fecilitating placement and promotion
rograna, £11ling the Trequirements of umusual Agonay projects, and pro-
viding assistance to meEmacenent plamning, It ig imperative that this

2« The following assignments are noy in effect reéparding the
Cualifications Annlysis Frogrem:

8. Transsctions and Reecrds Branches are resnconsible for having
each new emnloyes complete two cories of the qualifications question..
naire (Form No, 37-152}.  (Apwlicant Data Form Yo, 379 will no
longer be used in comection 4th collecting qualifieations data),
One copy of the auestliennaire 1111 be forvarded to the aprurorriate
“lacezent Branch for coding and subsequent return for filing in the
emcloyeets Officlal Personnel Folder; the othey vill be transmitted
to the individual te office of assigmment, with regard to those
err-loyees who enter on duty with rrovisional clearance, Transactions
end Records Rranches will wait untiy such employees obtain full

questionnaires to them, Tn order to maintain eurrent anpliecent
records, Transactions and Faeords Branches wi11l submit a nonthly
rerort to PID showdrg nersonnel who entered on duty from the apnlieant
rerister,

b. Placement Branches vil] analyze and code the qmlifimti&ns
of rev personnel upon receipt of qualifications questionnaires fran
Transsctions and Records Branches, After the coding 1s comnleted,
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quegtionnaires will be returned to the appropriate Transactiona and
Records Branch for filing in Offiecial Personnel Folders, and the
code sheets willl be transmitted to the Machine Records Branch.
Periodlicelly each Placement Branch will be furnished an Employee
Qualificetions Reglster showing the qualifications of Agency per—
sonnel in such categories as education and training, language pro-
ficlency, area knowledge, and cccupational experience and skills.
This Register may ba used by Placement Officers for selection and
other placement purposes.

¢. Central Processing Branch will continue to have employees
returning from overseas complete two copies of the questionnaire.
One copy will be forwarded to the appropriate Placement Branch and
the other to the individuslts office of masigmment.

d. Personnel Procurement Division will contimie its functions as
outlined in FIM 3752,

@. The Reseerch and Planning “taff will be responsible for
monitoring and coordinating the program. This responsibility will
include but will not be limited tot periodic spot checking of coded
qualifications to ensure sccurate interpretation; preparing, co-
ordinating, and disseminating changes to coding manuals; prepering
training materials on coding; and negotiating with Machine Records
Branch for special machine runs that cannot be satisfied from the
Employee Qualifications Reglster referred to in b. above. (Special
requests for machine listings involving the Applicant Register will
be processed by PPD,)

3. To ensure that quallfications records of Agency personnel are
maintained on a current basis, a CIA Notice will be published anmually
to advise all peracnnel of their responsibility to inform the Personnel
Office of signifieant changes im their qualifications, such as, & new
degree, different type positlon within the Agency, or new language pro-
fielency. A form will be devised to accompany this ennual CIA Notice.

GEORCE E. MELOON
Personnel Director
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